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Quick Tips
For Developing
Effective Leadership

Basic Operations
& Procedures




Like the Constitution of the
United States of America,, .
constitutions give organizations
a lasting structure.

Having a constitution is
one of the requirements
OSAL has for being or
becoming a registered

student organization.
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Be sure to include

certain basic information
about the workings of
your organization in your

constitution.
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CONSTITUTION

Article 1 Name of
Organization

Article Il Purpose

Article 111 Responsibilities
of Members

Article IV Officers
A. Duties
B. Qualifications
C. Term
D. Removal procedure
E. Replacement procedure

Article V  Elections
A. Frequency
B. Nomination procedure
C. Election procedure

Article VI Meetings

A. Frequency of general
meetings

B. Frequency of officer
meetings

Article V11 Amendments
A. Recommending
B. Voting

By-Laws detail the procedures

your group must follow to conduct
business in an orderly manner.
They generally contain specific
information about:

A. Membership (requirements,
resignations, expulsion, rights
and duties)

B. Dues (amount and collection
procedures, any special fees,
when payable)

C. Duties of Officers (powers,
responsibilities, specific job
descriptions, removal)

D. Executive Board (structure,
composition, powers)

E. Committees (how formed,
chairpersons, meetings, powers,
duties)

F. Order of Business (standard
agenda for conducting meetings)

G. Parliamentary Authority
(provisions for rules of order,
generally Roberts Rules of
Order - Newly Revised)

H. Amendment Procedures
(proposals, notice required,
voting requirements

I. Other specific policies and
procedures unique to your
organization necessary for its
operation




